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Georgiq Department of Education 
Office of Administrative Services 

Twin Towers East 
Atlanta, Georgia 30334 

Werner Rogers H. F. Johnson, Jr. 
State Superintendent of Schools June 24, 1986 Associate State Superintendent 

M E M O R A N D U M  

TO : A r v i l  Ensley 
+t 

Budget and Accounting O f f i c e r  
Board o f  Postsecondary Vocat ional  Education 

Records Management O f f i c e r  
Department o f  Education 

FROM: V i c k i e  Oake p Y .  

-- 

SUBJECT: 

E f f e c t i v e  J u l y  1, 1986, Records Retent ion Schedules which have been 
es tab l i shed  f o r  Record Series T i t l e s  r e l a t i n g  t o  Postsecondary Vocat ional  
Education are  being t r a n s f e r r e d  from t h e  Department o f  Education t o  t h e  
Board o f  Postsecondary Vocational Education. Attached a r e  copies o f  t he  
schedules as l i s t e d  below by Schedule Number: 

Trans fer  o f  Records Retent ion Schedules from t h e  Department o f  
Education t o  the  Board o f  Postsecondary Vocat ional  Education 

76-191 81-181 
76-192 81-182 
81-7 81-176 81-183 
81-8 81-177 81- 185 
81-51 81-178 81-192 
81-71 81-179A 81-226 
81-108 81-180A 

Amendments w i l l  need t o  be prepared by your  agency t o  change the  agency 
name, addresses, con tac t  persons and t o  make any o t h e r  necessary changes. 
These amendments should be sent t o  Mary H a l l ,  Governmental Records Section, 
S ta te  Archives, f o r  approval. 

Also enclosed are  f i l e  copies o f  Records Transmi t ta l  Forms and Not ices of 
Records Des t ruc t i on  Forms app l icab le  t o  Postsecondary Vocat ional  Education 
Records. I am enclos ing copies o f  severa l  p u b l i c a t i o n s  dea l i ng  w i th  
Records Management which w i l l  p rov ide h e l p f u l  i n fo rma t ion  concerning Records 
Management Procedures. 

1. 76-RM-1 - "Scheduling Procedures" 
2. 82-RM-2 - "Finance and F i s c a l  F i l e s  Supplement" 
3. 82-RM-4 - "Statewide Commons Supplement" 
4. 79-RM-1 - "State Records Services Handbook" 
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SECAETAflY OF *ATE 
DEPARTMENT OF AnCHlVFS A N 0  (t\STOI?j 

ACCORDS M A W A G E U E N T  OI*/II;ION 
-.cI.-----.- 

P ,  

----- -- 
INSTRUCTlOtJS: signqd crtqlnai :a 
Department of Archives and H:storv. Rcccrds Management Division, 330 Capitol Avenue, Atlanta, G drgia, 30334, . .. 

Tale hone Number 
6?6-2550 

-pa.= _____?_. . 

I n d u s t r i a l  

340 State Of f i ce  Building 
At l an ta ,  Georgia 30334 

!. Pcrscs to bntact  Working Title 
Lynda L. Smith Senior  Secretary 

- -. - - ~ ~ ~ - ~ - - - - - - . = - - I I - ^ - I - - ~ ~ ~ ~ ~ , T - ~  -I-------.----- .-_. . . --"=?=am--- 
1. Anion Requested 
1. .Enabiisn Retention Schedule: rdord  will mntinue to accumulate. 
b. 0 Disposa of present accumulation; no furrh2r accumulation anticipated. 

-I_. c. 0 Amend Aooliqtjon No. i-----~-.;----.--- Check One: 0 Ch?nc?: 
i. Dstesof Serie;atest . 'T >:lien 

J u l y  1974 To Date - 
i Division and Office Functio? 

I_ 

0 Suoerede;? 0 Void 
5. Records Series Title (foilowed by title UA+ in office; if diifereptl 

Quick-Star t  I n s t r u c t i o n a l  and TraZning Material 
.-_c_-- - - 

What is the funcrion of the Division and the Offics ir: which this record :*lies IS ceared! 

The Quick-Start Program i s  re spons ib l e  f o r  p r o v i d i i g  i n s t r u c t o r s ,  equipment and materials 
for. t r a i n i n g  Georgians in.. new o r  expanding ind t i s t r i e s  i n  Georgia. 

Under t h i s  program, 
q u a l i f i e d  i n s t r u c t o r s  are brought i n  t o  conduct t h e  t r a i n i n g  classes. 
a company r e p r e s e n t a t i v e  a t t e n d s  our  I n s t r u c t o r  Tra in ing  Workshop, implemented and 
i n s t r u c t e d  by t h e  Quick-Start  s t a f f .  This  g ives  them an i n t e n s i v e  course i n  t echn ica l  
teaching methods be fo re  they 'begin i n s t r u c t i o n .  Quick-Star t  fu rn i shes  a g r e a t  v a r i e t y  
of  t r a i n i n g  materials and t r a i n i n g  a i d s  t o  assist th? i n s t r u c t o r s  i n  t h e i r  t r a i n i n g .  

as soon as the t r a i n i n g  f a c i l i t e s  are proper ly  equipped, competent, 
I n  most i n s t ances ,  - 

- 
- 

-- 
I. Record Series Description 

Occumentr relating to: 

This file nnrains :he following documents (include form numbersand titles, if any/: 
Attach amales of :he file. 

maintaining i n s t r u c t i o n a l  materials and v i s u a l  a i d s ,  used i n  
i n s t r u c t o r  and personnel  t r a i n i n g .  

i n d i v i a u a l i z e d  i n s t r u c t i o n a l  material, i n s t r u c t o r  t r a i n i n g  workbooks, 
t r a i n i n g  manuals, l e s son  p l ans  and r e l a t e d  materials. 

lnduded are: 

.. . 

a l p h a b e t i c a l l y  by t r a i n i n g  course . 
File is arranged: . .  
I- -II -.. -- 
i hbnthly Rsferenca Rate 

b e  to six months aid 

How oft% are reccrds reterred to which are: 

; Seven to twelve months old --.; 65 Thirteen to twenty-four months old _-. 30 . 65 
Wsntv.five months Jnd older - ?  - 

L i\nnuol Rate of A c c u m z w  of Hsmrda , . * I  I .  . 
Ltncr.rire drawers ; Legak ize  Urwers : Shelves ;Other fspscify) ' 

s 
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10. CIunstiogneire~(~F'h~0 an "X" in the  y Y C r  a:lc?nt 

~ ~ a :  Is this tile officidl.copy of tho i q i e s ?  
' <  I. 

T, -i - -- 7 I.. c . 
-_--- --- - J t  ngt-rrhsrc i f  ip 

b. Doer the wries contain confldontlal information requiring security handling! If yes. cite law or reguld-ion. . 
' 

-.-v.l_r_ -----. __I 

, I  
--.II -_I_ 

. .. . . .  . . .  
I .  k ,  

_l_ ---__.___ rotearch value? --- 
e. When one or rfio'documents in the f i le make it necessary to keep the enrire f i le fof a .long period, could these 

-.-._ -_ A- 

.. 

rmati3n mntained in this series ever analyzed and/or recorded in a summarized reoort? 
-~ - 

h. Is there a duplication of this series in your office, or in another office or agency? 
r L - - . -  -___ --L...-------- - .-.--I._A ~ - 

- . - - - ~  -__ . 
~ r ! t s  for ~ - ~ ~ a o _ a f i r ! . f i ~ k ! y m k r ~  7 

-- -_- - 
,1. Rstcxlcn Requirsments The following requires the series to be kept: 

d.' Audit period R - - y " e a r s .  
e. Administrative need - 5 --years. 
f. Federal retention instructions ---years. 0 

0.1 years. 
-years. 0 

-years. 

4. State Law 
b. Statute of limitation 
c. Federal law 

Atta& copy or exert of laws or re;ulations. Explain administrative need. 

-3- 

- .- . o  . .  
Much of t h e  p r i n t e d  material f o r  t h e  i n d u s t r i e s  is  h igh ly  c o n f i d e n t i a l .  Many t i m e s  
the t r a i n i n g  material i s . u s e d  over  and.,,over aga in  such as welding courses  and b a s i c  
mechanics, i nc lud ing  t r a i n i n g  manuals. ~ 

I_ -- * --- 
12. i \ p p ~ ~ s d  Disposition Inr.ru&sns This agency recommends rhar the f i le  series be Cut off a t  the end of each: 

Bfilendar. Year: a Fiscal Year; 0' Other L- . .  then, 

Hold in the currect files area monthls) 3 yearls); then 

Q Transfer co lob1 holdiAq area; hold year(s); then 
8 Transfer to State Rearis Canter; hold , 3 ' yeads); then . .. ,;jz~ . 

. .  . Q Destroy. . .  . , . .  

. 0 Transfer to State Archives for permanen -etention. 
0 Other IS?ecifjjl 

, 

. . .  

. 

. 

T h e s  instructions apply to a l l  prior and future accumulations of the series. 
. .  A 

Ikcommendxions in p~ra-  
w h  12 are approved. 
'Idbpproved. a m c h  lener 

~~~ ~ 

. 
- 


